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S Appl, 155
nel, D/I3 Special Attn. Clerical Personnel

TO g
FROM t Chief, D/ ,
SUBJECT = Typing end Sutmission of Reports

REF: Part ITT, D/I Interim Instructions for Report Weiting, § Apsil 1955

REF: D/I Memorandum, "Typing and Submission of Reports,® 12 May 19%h

1, You are reminded that projeots being submitbed for rovigoy
and publication must be ssnt to D/I in original and two (2) copics,
together with (a) the transmittal sheet, (b) the cortiflcation of
classification, {¢) the statement of coordination, and (d) tue
Branch Chleffz memorandum of evaluation.

2« Unlass othervise specified by the requestor, combyributiong
to Office-wids projecis, current support memorandums, and ths Lile,
ghould be submitted to D/Y in orlginal and two coples, with an

additional eopy foxr the D/I files. A D/I file copy should alurys
“bs included, - :

_- 3. ALl drafts of all projecis ehould be typed with gb leost
. four caybong, This poliey, if followed consistently, will voois
"Jh @ conslderable saving of retyping timo, : '

L. This is the time of yesr when the typing load is heswiest,

“and D/T is ewrrently sufforing from & shortage of clerieal pevacrmel,

In fairnsss to the typlsts, all Branches are wrged to estimate
thelr typing requiraments and attempt to scheduls the work evenly
“over the next few months.

April, 1955

Distributions
A1l Personnel, D/T
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